
Onboarding (Supervisor submits 10 days before employee starts) 

New Employee COV account and email request - New Account request form 

 Requested For field is the supervisor submitting the request. New account is added via the 
Onboarding section. Multiple accounts can be added as additional rows.  

 Account model is used to give new employee(s) the same folder and drive access as an existing 
employee 

 Mailbox size is Business Unlimited 

 VPN access, Vitru encryption, and Distribution list access should be added in the request 

 Acceptable Use and Information Security forms must be attached with all new employee 
requests in order to be processed.  

 
 

 

 

https://vccc.vita.virginia.gov/vita?id=sc_cat_item&sys_id=27e5e2c21bec54104482dd39bc4bcbd1&sysparm_category=8c5fc8ba1b6498104482dd39bc4bcb4e

